Introduction to Dimes for Fire Safety Operational Permit (FSOP)

ACA End User Training

Accessing the ACA Site

Obijective: Ability to create an account and show proficiency in accessing the ACA site.
To access the site copy and paste the link into your web browser.
https://aca.accela.com/mesa/

New users will be required to register for an account.

You will be asked to provide the following information to open an account:
* Choose a user name and password
* Personal and Contact Information
* License Numbers if you are registering as a licensed professional (optional)

Account Registration and Creating a Password Step 1:

Please review and accept the terms checkbox and select the continue registration button

=\ N
mesa-az

m Planning Permits  Code Enforcement  Licenses  Transportation more ~

Advanced Search v

Account Registration

You will be asked to provide the following information to open an account

-ensed professional (optional)

~
‘While the Agency attempts to keep its Web infor

‘Agency neither warrants nor makes represent
‘condition of this Web

‘computer virus, or
been compliled from a variety of sources and are
from the Agency as 3 result of updates and corTections.

urate and timely. the
e functionality or
iabiny for use, freadom from InterTuptions of from

change without notice

Account Registration Step 2:
Enter and confirm Your Account Information.

Select the Add New button to enter organization (business) and contact information

Contact Information

Please select whether you are registering as an individual or as an organization (business) and enter your contact information.

o Add New
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Select Individual or Organization from the type drop down box and select continue

Select Contact Type

*Type:

Organization ¥

Discard Changes

Enter contact information and add contact address button by selecting the Add Additional Contact
Address button.

Contact Information

* Individual/Organization: o
Organization A

* i .
I Steve Fiber Communications I

DBA/Trade Name:

Work Phone: ile e

555-555-5555 555-555-5555

* E-mail: Preferred Channel:
FEIN:

w Contact Addresses
msmmm - Add Additional Contact Address
To edit a contact address, click the address link.

Showing 0-0 of 0

Action Address Type Address Recipient Status

Mo o ﬁ{ yod
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Enter the address type, Street Address, City, State and zip code and select save.

Contact Information X
Contact Address Information LR

= Address Type

I.:
H
1

.

*Address Line 1:

5555 S Fiber Way

Address Line 2:

State: ZIP Code:

N i

Eg

Country/Region:
United States v

Recipient

Start Date End Date:

Save and Add Another m Discard Changes

The information is not found box is displayed select the continue button

The record contact added successfully box is displayed

w Contact Addresses

Add Additional Contact Address

To edit a contact address, click the address link
+« Contact address added successfully.
Showing 1-1of 1
Action Address Type Address Recipient Status

Actions v Business 5555 S Fiber Way Active

Make up a user name 4-32 characters that may contain (letters, numbers and any of these special
characters: @ _ -.) valid e-mail address, a password 8 — 20 characters in length, retype your
password, Security Question, Security Question answer, Mobile Phone Number.

Course Guide | Accela, Inc.| © 2015



Account Registration Step 2:
Enter/Confirm Your Account Information

Login Information

your

- User Name: [6)

Contact Information

V' Contact added successhully.
Stave Fiber
stevefiber@ fibes com

Home phone:
Mobile Phone 5555555555
Work Phone: §55-555-5555
Fi

ax:
Edit Remove

Actionsw Business 55555 Fibe Wy Active
< >
Enter the words below
. ,),(,I
City of Mesa Home

Conyngn 2000 Gty o Vesa AZ A3 s resarved

Scroll down and enter the words shown in the box on your screen, the information below will not be
correct as it will change with every new user. Select continue registration

Your account has been created successfully is displayed and you can now log on using the
username and password you created.

Announcements Register for an Account  Login

Search Q-
m Planning Permits CodeEnforcement Licenses Transportation more v
Advanced Search =
‘Your account has been created successfully. You can login immediately using
'your User Name and Password

Your account has been successfully created.

C You have Created an account with the Agency and can login
immediately. If you have registered as a licensed professional, additional activation by the Agency
may be required. If activation is necessary, another e-mail will be sent notifying you when
activation is complete.
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Return to the login page by typing the following information into your web browser

https://aca.accela.com/mesa/

Type in your login name and password that you just created and select the login button

AR
MeSa-az

Announcements [ Accessibility Support Register for an Account  Login

v

m Planning Permits Code Enforcement Licenses Transportation more v

Advanced Search v
Please Login Logey

Many online services offered by the Agency require login for security reasons. If you User Name or E-mail.
are an extsting user, please enter your user name and password n the box on the right.
New Users Password:

If you are a new user you may register for a free Citizen Access account. It only takes a

few simple steps and you'll have f seeing a ry of

applications, access to invoices and receipts, checking on the status of pending

activities, and more. m
Register Now » e

rve forgott
New Users:

You can access Fire permits by selecting the Permits section

Announcements Accessibility Support  Register for an Account  Login

m Planning m Code Enforcement  Licenses Transportation more ¥

Advanced Search = J

Welcome to DIMES - Digital Innovation for Mesa's Electronic Services Login

We are pleased to offer Mesa's citizens, businesses, and visitors access to government Th
User Name or E-mail:

services online, 24 hours a day, 7 days a week. |:|

In partnership with Accela. Inc.. we are fulfilling our promise to deliver powerful e-
government services and provide valuable information about the community while Password:

making your interactions with us more efficient, convenient, and interactive. To use :

ALL the services we provide you must register and create a user account. You can view

information, get questions answered and have limited services as an anonymous user. m
We trust this will provide you with a new, higher level of service that makes living and

working in our community a more enjoyable experience.

What would you like to do today? Remember me on this computer

To get started, select one of the services listed below:
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The Permits Module is now displayed and you can create a new permit application by selecting
“Apply for a Permit”

P\ N
mesa-az

Announcements Logged in as:Andrea Enriquez  Collections (2 ™ Cart (1) Account Management Logout

Search [a ]

Home  Planning Code Enforcement  Licenses Transpertation more ~

* Apply fora Permit  Search Permit Records  Schedule an Inspection

Records

Show on Map

Showing 1-6 of 6 | Add tocollection | Add to.cart | Copy Record

Fire Safety ENTES
D 06/01/2017  FIRA17-00863 ‘Operational Permit EHSE'S‘A‘,:AZ !5;51" Fees Due Pay Fee
Application
Fire Safety
- 34 E SOUTHERN
D 05/23/2017  FIRA17-00709 (lpa::nh‘l;“nl Permit AVE MESA, AZ 85210 Issued
_ . 13 W IST ST MESA.
D 05/23/2017  FTP17-00708 Tent Permit AZ 85201 Issued
» Fire Safety 34 E SOUTHERN
D 05/23/2017  FIR17-00710 ‘Operational Permit AVE MESA. AZ 85210
Fire Safety ITHI
D 05/23/2017  FIRR17-00711 Operational Permit i‘VEE:&k A;nDNSHI) ‘Completed
Renewal
_ . 13 W IST ST MESA.
D 04/27/2017  FTP17-00622 Tent Permit AZ 85201 Issued
L ] ,

Search for Records

The online application page opens. Select the checkbox to accept the General Disclaimer and select
the continue application button

Please "Allow Pop-ups from This Site” before proceeding. You must accept the

General Di

below before

ginning your

General Disclaimer
While the City of Mesa attempts to keep its Web information accurate and timely. .

the Agency neither warrants nor makes

or

condition of this Web site, its suitability for use, freedom from interruptions or from

virus, or non-infri

of proprietary rights. Web materials have

been compiled from a variety of sources and are subject to change without notice

from the Agency as a result of updates and corrections.

Bk | | have read and accepted the above terms.

mmmfle-  Continue Application »
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Select a Permit Type

‘Choose one of the following permit types available for online application.

Ths can under the permit type Online Permits.
- Residential Electrical 200a or smaller

- Residential Electrical Repair (Like for Like}

- Residential Gas Pressure

- ‘Gas Line Repai pl

- Commercial Construction Noise Permit

Select “Fire Safety Operational Permit Application” and click on the continue application button

For assistance or to apply for a permit type not listed below please contact us at (480) 644-4273.

© Addenda or Deferred

© Alarm PD Permit

O Annual Faciliies Permit

O Commercial Building Permit
© Demo

© Document Retrieval
* @® Fire Safely Operational Permit Application
© Master Plan

© Mobile Home

© Online Permit

O Residential Building Permit
O Sign Permit

© Tent Permit

* Continue Application »

1. Application: Type in the address information or search for the address after typing in the street
number and direction for the address of your work location by select search.

Fire Safety Operational Permit Application

Location o Occupant
1 Contacts 2 Inf tion 3 Attachments

Step 1:Location & Contacts>Location

Address

4 Review 5 Pay Fees [

* indicates a required field.

Enter the address information and click on Search to find the address in our files.

*Street No.: Direction: *Street Name: Street Type:

20 E - MAIN --Select--

Unit Type: Unit No.:

--Select-- =

City: State: Zip:
--Select-- -

Full Address Start

Full Address End

Start Cross Street

End Cross Street

Address Type

=3
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Introduction to Dimes for Fire Safety Operational Permit (FSOP)
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Select the appropriate address and scroll down to click on the select button

Address Search Result List

®) 20 E MAIN St. MESA Maricopa AZ 85201, 20 E MAIN ST. 20211

~, 20 E MAIN St PPED TPL MESA Maricopa AZ 85201. 20 E MAIN
~' sTTPL 315984

~, 20 E MCLELLAN Rd. MESA Maricopa AZ 85201, 20 £

=~ MCLELLAN RD, 17919 MESA

 20E NOLANA Pl SAN TAN VALLEY AREA Maricopa AZ 85243,  SAN TAN
' 20€NOLANA PL 168230 VALLEY AREA

., 20 E SOUTHERN Ave, MESA Maricopa AZ 85210, 20 E

/' SOUTHERN AVE, 21890 MESA

Associated Parcels

Showing 1-10f 1
Parcel Number

@ 13837003A

Associated Owners

Showing 1-1 of 1
Name Address

@ MESACITY OF PO BOX 1466 MESA AZ 85211

The address information is now entered into the record press the continue application button

*indicates a required field.

Address
Use map to select work location
Country:
United States -
*Street No. Direction:
20 e v
* Street Name: Street Type:
maIn st -
Unit Type: Unit No.:
—Gelact— -
City: State: *Zip:
=" az v e
e —
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Select “Add New” to add a new contact or “Select from Account” to use information already saved to
your account

Non-City Utilities Permit - Standard

Project

2 Information 3 Documents 4 Review 5 Pay Fees 6

1 Application

Step 1:Application >Contacts

*indicates a required field.

Contacts

To add new contacts, click the Select or Add New button. To edit a contact, click the Edit link

= e

Showing 0-0 of 0
Full Name Business Name Contact Type Work Phone Fax E-mail Action

No records found.

o

For New Contacts:

Select contact type from the drop down box and select the continue button (A contact must be added
for Applicant, Billing Contact, Emergency Contact 1, and Emergency Contact 2, if that
person/organization is the same for all four contacts you can easily use the “Select from Account”
option to add the contact to each selection)

Select Contact Type
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Enter all contact information as shown below

Contact Information

*First:
JANE

Middle:

Name of Business:

*Mobile Phone:

480-555-5555

*Last:

DOE

Primary Phone

480-555-5554

*E-mail:

JANE.DOE@ABC.COM

Add Contact Address

Click on “Add Contact Address”

Contact Information

= First: Middle: *Last:
IANE DOE

Name of Business:

*Mobile Phone:

480-555-5555

Primary Phone

480-555-5554

*E-mail:
JANE.DOE@ABC.COM

¥ Contact Addresses

(1) Work Phone:

480-555-5553

(1) Work Phone:

480-555-5553

Add Contact Address

Select Address type and fill in all information

Contact Address Information

* Address Type:

Mailing -

*Address Line 1:
PO BOX 1

Address Line 2:

*City: *State:

MESA AZ -

*ZIP Code:

85211

Save and Close Save and Add Another Discard Changes

Click on “Save and Close”
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The contact added successfully box is displayed select the “Continue” button

Contact Information
*First: Middle: *Last:
JANE DOE

Name of Business:

* Mobile Phone: Primary Phone (7) Work Phone:
480-555-5555 480-555-5554 480-555-5553
*E-mail:

JANE.DDE@ABC.COM

¥ Contact Addresses

x

Add Contact Address

To edit a contact address use the Action link.

+ Contact address added successfully.

Mailing POBOX 1

Actions v

Continue Clear Discard Changes

Once all contact types are added click on “Continue Application”

2. Occupant Information:

Enter all occupant information into the appropriate boxes.

Fire Safety Operational Permit Application

Location & Occupant -
1 Contacts 2\ tion 3 Attachments 4 Review

Step 2: Occupant Information > Occupancy Description

Custom Fields

5 Pay Fees 6

*indicates a required field.

OCCUPANCY DESCRIPTION

*Occupancy Description: Business Office
= Occupancy Name: Mess Plazs
*Total Square Footage: @ 25000
*QOccupant Load: @ 150

= Sprinkler System: ()@ Yes O No
*Fire Alarm: ()@ Yes O No
*Spray Paint: @O Yes (® No
*Rack Storage of Combustibles: (D)0 Yes ® No
*C cial Hood Supp : (7)) Yes @ No

Continue Application »

Save and resume later

Once all information is completed click on “Continue Application”
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3. Attachments: Select add button to add a document maximum size of 160 MB

(This step is not required, it is available only if you would like to include any documentation that
would be helpful in our review of your application:

Fire Safety Operational Permit Application

Location & Oc i
1 Contacts 2 Imm 3 Attachments 4 Review 5 Pay Fees 6

Step 3:Attachments>Documents
*indicates a required field.

Attachment

Attach plans and other related to the ication here. After the permit has been issued, the Permit Document will be listed here and can
be viewed and downloaded.

The maximum file size allowed is 160 MB.
html;htm;mht;mhtml are disallowed file types to upload. |}

No records found.
Y * »
=
Continue Application »
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The file upload box opens select “Add”

File Upload

The m: size allowed is 160 MB
MMM are disaliowed fle types to upload

& Cancel

The file selection box opens navigate to the file you want to upload and select it by double clicking it

The add file upload box opens select the continue button

File Upload x

The maximum fil size sllowed is 160 MB.
htmihtm:mint:mhtmi are disallowed file types to uplosd

136-UTL_Permit_20161110_071032 Signed 100%

& m
Cancel

Course Guide | Accela, Inc.| © 2015
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Enter the file type and description and select the save button

Step 3:Attachments>Documents
*indicates a required field.

Attachment

Attach plans and other documents related to the application here. After the permit has been issued. the Permit Document will be listed here and can
be viewed and downloaded.

The maximum file size allowed is 160 MB.
htmhtm;mht;mhtml are disallowed file types to upload.

No records found.

Also Attach To

--Select--

m Select from Account m Remove All
Continue Application » Save and resume later

The attachment successfully upload box is displayed select continue application

The attachment(s) has/have been successfully uploaded.
It may take a few minutes before changes are reflected.

Click on “Continue Application”
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4. Review: document page is displayed after reviewing the information and editing anything that needs
corrected select the “Continue Application” button

Fire Safety Operational Permit Application

1 2 Docupant 3 Attachments 4 Review 5 Pay Fees 6 Record Issuance

Step 4 : Review

Continue Application » Save and resume later

Please review all information below. Click the "Edit” buttons to make changes to sections or “Continue Application” to move on. You must check the
box to agree to the certification at the bottom of the page before you can continue.

Record Type

Fire Safety Operational Permit Application

Address [ Eait |

20 E MAIN ST MESA, AZ 85201

Parcel

Parcel Number: 13837003A

Owner E3

MESA CITY OF
PO BOX 1466
MESA A7 85211

Contact List [ Eai |

Required Contact Type  Minimum

" Applicant 1
«  Billing Contact 1
 Emergency Contactl 1
 Emergency Contactz 1

Showing 1-4 of 4

JANE DOE Applicant JANE.DOE@ABC.COM Edit

Andrea Enriquez Billing Contact  andrea.enriquez@mesaaz.gov  Ldit

. Emergency _ }
enriquez@mesaaz.gov

Andrea Enriquez Con 1 andrea.er Edit

" Emergency . ~

Andrea Enriquez i andrea.enriquez@mesaaz.gov Lot

Custom Fields

OCCUPANCY DESCRIPTION E3
Occupancy Description: Business Office

Occupancy Name: Mesa Plaza

Total Square Footage: 22000

Occupant Load: 150

Sprinkler System: Yes

Fire Alarm: Yes

Spray Paint: No

Rack Storage of Combustibles: No

Commercial Hood Suppression: No

Attachment [ Eait |

Attach plans and other documents related to the application here. After the permit has been issued, the Permit Document will be listed here and can
be viewed and downloaded.

The maximum file size allowed is 160 MB.
htmLhtm:mht:mhtml are disallowed file types to upload.

Site Plan.docx Other Site Plan Actions v Uploaded 06/04/2017 06/04/2017

g ] »

Continue Application » Save and resume later

Course Guide | Accela, Inc.| © 2015




The Application Submitted box is displayed and the new application record number is shown in blue
example “FIRA17-00873”

P\
mesa-az

Announcements Logged in as:Andrea Enriquez  Collections (2)w ™ Cart (1) Account Management Logout

Search... ml

Home  Planning Code Enforcement  Licenses  Transportation —more ¥

Apply for a Permit Search Permit Records Schedule an Inspection

3 Receipt/Record

= Pa; it
1 Selectitemtopay 2 jnermation issuance

Step 3:Receipt/Record issuance
**Not All invoices may be displayed**

Receipt

Your icati has been it
Please print your record(s) and retain a copy for your records.

20 E MAIN ST MESA, AZ 85201

ﬁ FIRA17-00873 Copy Record

Click on the “FIRAXX-XXXXX” number to view the record

The record is displayed

Record FIRA17-00873: Add to cart

Fire Safety Operational Permit Application
Record Status: Received

Add to collection

Record Info + Payments v

Work Location

20 E MAIN 5T MESA, AZ 85201
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To view and track your permit application go back to the main page and click on “My Records”, any
permits that you have applied for will be seen on this page. You can check the status and also pay
fees from this section.

a0
mesa-az

Announcements Logged in as:Andrea Enriquez  Collections (2)* ™ Cart(l) Account Management Logout

Search... [ ]

m Planning Permits Code Enforcement Licenses Transportation more ¥

Dashl)oa' My Records My Account Advanced Search v

« Permits

Showing 1-7 of 7 | Add to collection | Add to cart | Copy Record

Fire Safety
[] o6r04/2017 FIRAI7-00873 ‘Operational Permit ZIJZ 55';2'1" STMESA.  peceived
Application
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